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1.  Since  the  passage  of  the  Civil  Service  Reform  Act  of  1978,  many  FPM  letters 
and  bulletins  pertaining  to  executive  and  management  development  have  been  issued. 
A  separate  FPM  chapter  devoted  solely  to  supervisory  development  has  also  been 
Issued.  To  clarify  and  consolidate  the  past  FPM  issuances  on  executive  and  manage- 
ment development,  as  well  as  to  reflect  the  natural  progression  from  supervisory 
development  through  managerial  and  executive  development,  0PM  has  produced  a  new 
FPM  Chapter  412  on  Executive,  Management,  and  Supervisory  Development. 

2.  The  purpose  of  this  letter  is  to  transmit  the  revised  chapter  and  to  clarify 
which  FPM  bulletins  and  letters  regarding  executive  and  management  development  are 
obsolete  (see  attachment  1).  This  letter  also  rescinds  FPM  Chapter  411  on  Super- 
visory Development. 

3.  The  new  chapter  emphasizes  how  establishing  a  systematic  process  for  developing 
executives,  managers,  and  supervisors  Is  important  to  the  goal  of  achieving  the 
most  effective  and  efficient  Government  possible.  In  developing  the  new  chapter, 
provisions  were  included  to  either  incorporate  or  address  the  Grace  Commission's 
recommendations  on  training  and  development  services. 

4.  There  are  technically  no  major  policy  changes,  but  rather  a  refocusing  to  make 
0PM'  s  guidance  clearer  and  more  cohesive.  There  is  no  change  to  Part  412  of 
title  5,  Code  of  Federal  Regulations. 

5.  Previous  FPM  issuances  had  required  SES  Candidate  Development  Program  partici- 
pants to  attend  0PM' s  Executive  Development  Seminar  unless  specifically  exempted. 
The  new  chapter  requires  participants  to  attend  a  current,  formal,  interagency, 
executive-level  training  experience  approved  by  0PM.  The  Executive  Development 
Seminar  is  only  one  of  several  programs  that  now  may  be  used  to  satisfy  this  re- 
quirement. Attachment  2  contains  the  complete  list  of  programs  currently  approved 
by  0PM. 

6.  Changes  in  the  provisions  for  SES  Candidate  Development  Programs  may  have  an 
effect  on  current  program  participants  (principally  in  the  areas  of  exemptions  to 
the  requirement  for  attending  the  Executive  Development  Seminar  and  of  length  of 
certification  following  completion  of  the  program).   In  such  Instances,  current 
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program  participants  have  the  option  of  complying  with  either  the  previously  Issued  requirements  or 
the  new  requirements.  Individuals  entering  a  SES  Candidate  Development  Program  following  the 
effective  date  of  this  letter  must  comply  with  the  new  requirements. 

7.   A  copy  of  the  new  chapter  is  attached  (attachment  3). 


a 


v^> 


Donald  J.  Devine 
Director 
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This  FPM  letter  supersedes  several  FPM  letters  In  the  920  series  (Senior  Executive  Service).  The 
three  previous  FPM  letters  In  the  412  series  were  superseded  by  other  Issuances  In  the  past.  To 
avoid  even  the  slightest  chance  for  confusion,  this  attachment  lists  all  obsolete  or  superseded 
(from  whatever  source)  FPM  letters  and  bulletins  In  both  the  920  and  412  series  having  to  do  solely 
with  executive,   management,   and   supervisory  development. 

FPM  Letter  Subject 

920-2  Monitoring  Executive  and  Management  Program  Plans 

920-3  Merit  Staffing   for  SES   Candidate  Development  Programs 

920-6  Criteria   for  Exceptions    to  Attendance  at  0PM' s   Executive  Development  Seminar 

920-7  Discontinuance  of   Advance  Qualification  Review  Board   Certification   for   the 

SES   based  on  Demonstrated   Executive  Experience 
920-9  Requirements   for  Qualification  Review  Board  Review  of  Graduates  of  SES 

Candidate  Deavelopment  Programs 
920-11  Monitoring  Executive  and  Management  Development  Programs  Plans  —  FY   1982 

920-12  Criteria    for   Exceptions    to   Completion  of  0PM' s   Executive  Development   Seminar 

920-13  Continuing  Development  of   Senior  Executives 

920-15  Management  Development 

412-1  Guidelines   for  Executive  Development   In   the   Federal   Service 

412-2  Executive  and  Management  Development 

412-3  Selecting  Participants   for  Executive  Development  Programs 


FPM  Bulletin  Subject 

920-41  SES   Candidate  Development  Programs 


412-1  Report  of  Executive  and  Management  Development  Activities 

412-2  Proposed  Regulations  on  Executive  Development 

412-3  Relocation  of  Berkeley  Executive  Seminar  Center 

412-4  Final   Regulations   on  Executive  and   Management  Development 

412-5  Executive  and   Management  Development 
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Subsection  3-2b(2)  of  the  new  FPM  Chapter  412  requires  participants  in  a  SES  Candidate  Development 
Program  to  participate  in  a  current,  formal,  Interagency,  executive-level  training  experience 
approved   by  OPM.      The    training  experiences  currently  approved  by  0PM  are: 

—  the  Executive  Development  Seminar  offered  by  OPM, 

—  the  regular  program  of   the  National  War  College, 

—  the  regular  program  of    the  Industrial  College  of   the  Armed  Forces, 

—  the  Contemporary  Executive  Development  seminar  at   the  George  Washington 
University, 

—  the  Key  Executive  Program  at   the  American  University, 

—  the   13-week  Senior  Executive   Fellows  Program  at  Harvard  University's 
Kennedy  School  of  Government,   and 

—  the  7-week  Senior  Executive  Education  Program  of  OPM' s  Federal  Executive 
Institute   (but  only  when  prior  written  agreement  has  been  made  with   the 
Institute   staff    that   the  program   is    to  satisfy   the  requirement  of 
subsection  3-2b(2)). 
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FPM  CHAPTER  412 

SUBCHAPTER  1.   EXECUTIVE,  MANAGEMENT,  AND  SUPERVISORY  DEVELOPMENT  POLICIES 

1-1.   Executive,  Management,  and  Supervisory  (E-M-S)  Development. 

Throughout  the  Federal  government,  serving  the  public  Interest  requires  management  excellence 
—  managerial  behavior  that  results  in  the  successful  implementation  of  agency  policies  and  programs. 
Executives,  managers,  and  supervisors  constitute  the  management  team  In  Federal  agencies.  Main- 
taining the  quality  and  efficiency  of  Federal  programs  depends  on  the  responsiveness  of  an  agency's 
management  team,  since  its  members  direct  the  agency's  employees  who  administer  those  programs. 
Achieving  and  sustaining  management  excellence  within  a  management  team  requires  that  an  agency 
ensure  appropriate  levels  of  expertise  among  its  managers  through  management  development,  which 
recognizes  that  the  competencies  required  of  successful  managers  are  generally  distinctive  and  may 
not  have  been  acquired  in  the  circumstances  of  a  specialized  career  or  technical  occupation. 

a.  Purpose  of  Development.  E-M-S  development  is  a  systematic  process  whereby  executives, 
managers,  and  supervisors  achieve  management  excellence  by  mastering  the  competencies  that  will 
allow  their  organizations  to  improve  effectiveness  and  efficiency  while  responding  flexibly  to  new 
demands.  The  development  of  executives,  managers,  and  supervisors  is  not  a  remedial  process  but  a 
positive  strategy  to  increase  excellence  in  government. 

b.  Management  as  a  Profession.  The  vast  majority  of  managerial  positions  are  filled  by  men 
and  women  selected  because  of  technical  qualifications  demonstrated  in  a  specialized  profession  or 
career  field.  The  nature  of  managerial  competencies,  however,  establishes  management  as  a  distinct 
second  profession  for  which  the  technical  competencies  of  the  first  profession  become  collateral. 
The  managerial  role  must  be  prepared  for  with  careful  deliberation  and  analysis.  Recognition  of 
the  need  for  additional  preparation  in  this  "second  career"  is  the  basis  for  the  required  proba- 
tionary period  for  newly  appointed  supervisors  and  managers  in  the  competitive  service,  and  the 
requirements  to  develop  members  of  and  candidates  for  the  Senior  Executive  Service  (SES). 

1-2.   Legal  and  Regulatory  Basis. 

Policy  and  practice  In  the  area  of  E-M-S  development  are  grounded  In  a  synthesis  of  three 
separate  but  complementary  areas  of  statute  and  regulation  concerning  training,  probationary  periods, 
and  management  development. 

a.  Executive,  Management,  and  Supervisory  Training.  5  USC  4103  requires  agency  heads  to 
establish  training  programs  to  increase  economy  and  efficiency  in  the  operation  of  the  agency  and 
to  raise  the  standards  of  employees'  performance  of  their  official  duties  to  the  maximum  possible 
level  of  proficiency.  More  specifically,  5  CFR  §410.201  requires  agencies  to  review  short-  and 
long-term  training  program  needs  by  occupations,  organizations,  or  other  appropriate  groups.  An 
agency's  management  team  of  its  executives,  managers,  and  supervisors  represents  one  such  group  or 
occupation  for  whom  these  standards  of  performance  and  training  needs  must  be  addressed. 
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b.  Probationary  Period  for  Supervisors  and  Managers  In  the  Competitive  Service.  With  the  aim 
of  providing  for  good  administration  of  the  Federal  government,  5  USC  3321  establishes  a  mandate 
for  a  period  of  probation  before  initial  appointment  as  a  supervisor  or  manager  in  the  competitive 
service  becomes  final.  OPM  takes  this  to  mean  that  agencies  have  an  obligation  to  consider  the 
competencies  and  possible  development  needs  of  newly  appointed  supervisors  and  managers  during  this 
trial  period. 

c.  Management  Development.  Under  5  USC  3393(c)(2)  and  3396,  agencies  with  SES  positions  must 
establish  programs  for  the  development  of  candidates  for  and  incumbent  members  of  the  SES;  5  USC  3397 
authorizes  OPM  to  prescribe  regulatory  guidance  for  these  programs.  Under  5  USC  4113,  OPM  has  the 
responsibility  to  issue  regulations  containing  the  principles,  standards,  and  related  requirements 
for  agency  training  programs.  Consistent  with  these  statutory  authorities  and  obligations,  5  CFR 
Part  412  requires  agencies  to  establish  executive  and  management  development  programs  to  identify 
and  address  the  development  needs  of  their  management  teams,  and  provides  criteria  for  those 
programs. 

1-3.   Program  Coverage  and  Definitions. 

To  define  the  target  groups  for  E-M-S  development  programs  adequately,  two  sets  of  criteria 
should  be  considered:  one  is  based  on  the  level  of  management  responsibilities  and  the  other  on 
categories  of  managers  at  each  level. 

a.  Level  of  Management.  Managers  at  different  organizational  levels  are  designated  as  execu- 
tives, managers,  and  supervisors,  consistent  with  other  uses  of  those  terms  by  OPM.  Distinctions 
between  levels  are  made  most  clearly  in  terms  of  differences  in  the  substance  of  jobs  at  each 
level.  That  is,  at  higher  levels,  job  duties  and  requirements  change  in  scope  and  breadth  and  not 
just  in  their  intensity  or  technical  subject  matter.  Thus,  if  a  person  moves  from  supervising 
three  people  to  supervising  thirty,  but  the  job  still  requires  only  a  narrow  focus  on  immediate 
work  unit  production,  the  person  is  still  considered  a  supervisor. 

(1)  Criteria  for  defining  executive  positions  are  set  forth  in  5  USC  3132(a)(2).  The 
duties  and  responsibilities  of  such  positions  must  be  classifiable  above  the  GS/GM-15 
level. 

(2)  Managerial  and  supervisory  positions  are  defined  in  accordance  with  the  Supervisory 
Grade-Evaluation  Guide  published  by  OPM.  Those  definitions  can  also  be  found  in 
subchapter  9  of  FPM  Chapter  315,  "Probation  on  Initial  Appointment  to  a  Supervisory 
or  Managerial  Position." 

b.  Categories  of  Managers.  For  any  level  of  management,  three  groups  of  people  can  be  iden- 
tified who  may  have  different  development  requirements: 

(1)  Incumbent  executives,  managers,  and  supervisors; 

(2)  Recently  selected  executives,  managers,  and  supervisors  (i.e.,  those  for  whom  the 
nature  of  their  new  position  is  substantially  different,  as  described  above);  and 

(3)  Individuals  with  the  potential  to  become  executives,  managers,  and  supervisors  when 
vacancies  occur. 

c.  Target  Groups.  By  differentiating  target  groups  using  these  criteria  (and  other  relevant, 
agency-specific  criteria),  agencies  can  define  development  needs  more  appropriately.  The  needs  of 
the  new  supervisor  can  be  distinguished  from  those  of  an  incumbent  supervisor  or  a  new  manager. 
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E-M-S  development  programs  can  then  be  tailored  to  Increase  their  accuracy  and  Impact.  Figure  1 
depicts  these  management  levels  and  types  of  people  and  shows  how  career  progression  occurs  across 
the  management  levels. 

Figure  1 . 

THE  FEDERAL  MANAGEMENT  TEAM: 

TARGET  GROUPS  FOR  DEVELOPMENT, 
RECRUITMENT  SOURCES,  AND  CAREER  PATHS 


TYPES  OF  PEOPLE 


□ 


INCUMBENTS 


RECENT 
APPOINTMENTS 


THE  FEDERAL  MANAGEMENT  TEAM 

SUPERVISORS  MANAGERS  EXECUTIVES 


NOTE:   Each  arrow  represents  Input  to  the  levels  on  the  management  team;  width 
of  the  arrow  indicates  relative  frequency  from  each  recruitment  source. 

1-4.   Agency  Roles. 

Agencies  must  take  the  initiative  to  ensure  their  own  management  excellence.  At  a  minimum, 
they  should  design  and  administer  effective  E-M-S  development  programs  that  conform  to  the  specifi- 
cations outlined  in  section  2-1,  using  OPM  services  and  assistance  as  needed.  Beyond  that,  however, 
agencies  should  foster  management  excellence  by  establishing  an  environment  where  it  is  expected, 
developed,  recognized,  and  rewarded. 

1-5.   OPM  Role. 

OPM' s  role  is  to  provide  leadership  and  direction  to  Federal  agencies  as  they  move  to  ensure 
management  excellence  within  their  management  teams.  This  leadership  involves  setting  policy  and 
offering  guidance  for  the  development  of  executives,  managers,  and  supervisors,  while  monitoring 
the  Federal  government's  progress  toward  achieving  management  excellence.  OPM  will  fulfill  this 
role  in  partnership  with  the  agencies  by  making  a  full  range  of  services  available  for  use  as 
needed  (see  section  2-2). 
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SUBCHAPTER  2.   E-M-S  DEVELOPMENT  PROGRAM  REQUIREMENTS 
2-1.  General  Requirements. 

Agency  E-M-S  development  programs  must: 

a.  Define  E-M-S  positions  as  part  of  a  distinct  second  profession  with  competency  require- 
ments beyond  those  of  a  specialized  occupational  field. 

b.  Issue  a  statement  of  the  agency's  policies  and  strategies  for  achieving  the  management 
excellence  goal  that  best  addresses  the  special  features  of  the  agency's  mission  and  personnel 
needs  at  all  organizational  levels.  This  policy  statement  should  be  the  primary  vehicle  for  com- 
municating the  agency  head's  commitment  to  the  "second  profession"  concept,  and  the  funding  and 
staff  levels  needed  to  meet  that  goal. 

c.  Ensure  that  the  development  prograra(s)  for  executives,  managers,  and  supervisors  are 
closely  coordinated  to  provide  consistency,  build  on  a  common  competency  base,  and  minimize  overlap 
and  unnecessary  costs.  Since  Executive  Resources  Boards  (ERB's)  have  specific  operating  responsi- 
bilities under  5  CFR  §412.107  for  agency  executive  and  management  development  programs,  they  will 
be  the  decision-making  bodies  that  can  assure  this  requirement  is  met  through  their  strategic  man- 
agement of  a  cohesive  development  system  for  an  agency's  total  management  team. 

d.  Assess  individual  and  agency  development  needs  for  executives,  managers,  and  supervisors 
in  terms  of  the  competencies  and  characteristics  required  at  each  managerial  level  for  the  success- 
ful implementation  of  policies  and  program  initiatives. 

e.  Recognize  the  special  importance  of  identifying  and  meeting  individual  development  needs 
as  a  person  makes  critical  career  transitions  to  become  a  new  supervisor,  new  manager,  or  new 
executive;  and  establish  meeting  those  needs  as  an  agency  priority. 

f.  Include  both  initial  and  continuing  development  of  executives,  managers,  and  supervisors. 

g.  Identify  and  plan  for  both  short-  and  long-term  agency  management  development  needs  using 
projected  workforce  requirements  and  potential  changes  in  agency  mission  and  goals. 

h.  Consider  a  variety  of  developmental  approaches  and  strategies  (formal  training,  mentoring, 
coaching,  rotational  assignments,  special  work  projects,  long-term  education  and  training  programs, 
etc.)  in  determining  the  best  and  most  economical  method  of  fulfilling  individual  development 
needs. 

i.  Operate  In  a  manner  that  ensures  their  full  integration  with  the  agency's  other  personnel 
management  programs  and  systems,  such  as  recruitment,  selection,  compensation,  performance  manage- 
ment, affirmative  employment,  position  management,  and  forecasting  managerial  resource  needs. 

j.  Establish  an  evaluation  system  to  assess  both  program  and  individual  success  In  terms  of 
agency-developed  criteria  that  address  program  cost,  program  impact  on  organizational  and  Individ- 
ual performance,  and  the  extent  to  which  other  personnel  subsystems  are  affected  and  strengthened. 
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2-2.   OPM  Leadership  Responsibilities  and  Services. 

To  carry  out  Its  obligations  under  statute,  OPM  Is  responsible  for  providing  the  following 
guidance  and  assistance: 

a.  Designing  an  E-M-S  development  approach  that  permits  tailoring  systems  and  programs  to 
specific  agency  and  individual  needs,  while  still  ensuring  that  the  overall  E-M-S  development  needs 
of  the  Federal  government  are  met. 

b.  Providing  technical  advice  and  assistance  to  agencies  on  how  their  needs  and  OPM' s  expec- 
tations can  be  met. 

c.  Developing  and  maintaining  a  competency-based  model  of  effective  performance  for  Federal 
executives,  managers,  and  supervisors. 

d.  Providing  methods  and  services  for  the  systematic  assessment  of  E-M-S  development 
needs  for  agencies,  groups,  and  individuals. 

e.  Developing  and  maintaining  a  nationwide,  competency-based  curriculum  for  Federal  execu- 
tives, managers,  and  supervisors. 

f.  Conducting  ongoing  developmental  efforts  with  agencies  to  Identify  and  promote  new  manage- 
ment techniques  and  practices  and  to  incorporate  these  into  E-M-S  development. 

g.  Monitoring  the  performance  of  agency  E-M-S  development  programs. 

h.  Sharing  information  with  agencies  on  the  results  of  OPM  and  other  agency  efforts  to 
achieve  management  excellence  in  government. 

i.   Providing  regulatory  and  FPM  guidance  as  appropriate. 

2-3.   Program  Monitoring  and  Evaluation. 

The  best  interests  of  the  Federal  government,  as  well  as  specific  provisions  of  statute 
(5  USC  3396(b))  and  regulation  (5  CFR  §412.105),  require  that  OPM  and  the  agencies  work  together 
to  evaluate  the  benefits  and  costs  of  the  E-M-S  development  programs  in  Federal  agencies. 

a.  Agency  Requirements.   Specifically,  agencies  are  required  to: 

(1)  Maintain  adequate  documentation  of  program  efforts  and  costs  to  demonstrate  that  OPM 
and  agency  E-M-S  development  policies  are  being  implemented;  and 

(2)  Submit  program  Information  to  OPM  as  requested  to  assist  in  government-wide  evalua- 
tion efforts. 

b.  OPM  Responsibilities. 

(1)  OPM  will  analyze  Federal  E-M-S  development  program  trends  and  accomplishments  using 
available  data  base  systems,  results  of  periodic  onsite  agency  reviews,  and  feedback 
from  agencies  received  as  part  of  E-M-S  development  program  assistance.  The  results 
of  these  analyses  will  be  shared  with  agencies  and  form  the  basis  for  OPM  policy, 
leadership  initiatives,  and  requirements  that  may  be  established  to  assure  the 
development  of  management  excellence  in  government. 

(2)  OPM  will  continue  to  work  with  agencies  to  Implement  the  requirements  of  5  CFR 
Part  412  on  executive  and  management  development. 
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SUBCHAPTER  3.   SPECIFIC  E-M-S  DEVELOPMENT  PROGRAMS  AND  PROVISIONS 

3-1.   Development  Programs  for  Specific  Management  Levels  and  Career  Transitions. 

By  designing  E-M-S  development  programs  according  to  the  principles  and  requirements  outlined 
In  this  chapter,  agencies  will  produce  coherent,  Integrated  systems  that  Identify  and  address 
development  needs  throughout  their  management  teams  with  activities  tailored  to  appropriate  sub- 
groups within  those  teams.  Such  subgroups  are  already  Identified  to  some  degree  by  specific  provi- 
sions in  law  and  regulation.  Examples  of  these  subgroups  and  some  or  their  relevant  program  and 
development  considerations  are  listed  below. 

a.  Supervisors.  Consistent  with  5  CFR  §410. 201(a)(3)  agencies  should  consider  supervisors 
as  a  group  and  project  their  short-  and  long-term  training  program  needs. 

(1)  For  new  first-line  supervisors,  particular  attention  should  be  paid  to  developing 
appropriate  management  competencies  and  characteristics  for  this  initial  stage  of 
their  "second  career".  Primarily,  this  involves  basic  supervisory  skills,  and 
effective  communication  and  interpersonal  relations.  In  addition,  however,  an 
understanding  of  the  Federal  management  role  in  general  and  how  individual  managers 
contribute  to  achieving  management  excellence  provides  an  important  frame  of  refer- 
ence for  their  new  career. 

(2)  Incumbent  supervisors  should  maintain  those  specific  technical  or  professional 
competencies  that  continue  to  play  a  major  role  In  their  effectiveness  on  the  job. 
Beyond  this,  longer- tenured  supervisors  should  develop  advanced  skills  in  guiding 
and  monitoring  subordinates,  including  leadership  skills  in  taking  actions  to  direct 
their  work  units  toward  achieving  results.  Also,  they  should  stay  current  with 
government-wide  initiatives  that  improve  basic  administrative  and  resource  manage- 
ment systems. 

b.  Managers.  5  CFR  §412. 103(a)(3)  and  §412. 107(e)  require  agencies  to  establish  either  open 
management  development  systems  or  selective  management  development  systems  (or  both)  for  incumbent 
managers  and  specialists  identified  as  having  management  potential  at  grades  GS/GM-13  through  15. 
To  further  progress  toward  affirmative  employment  goals,  agencies  may  include  employees  at  the 
GS-12  level.  Under  5  CFR  §412. 107(a),  agency  ERB' s  provide  the  overall  planning  and  management  of 
these  programs. 

(1)  New  managers  will  need  development  aimed  at  providing  that  increment  of  management 
competencies  and  characteristics  their  broader  job  responsibilities  require.  They 
need  a  clear  understanding  of  their  more  direct  role  In  implementing  national  poli- 
cies and  programs  and  its  relation  to  supervisory  and  executive  behavior.  They  must 
reinterpret  and  adjust  their  existing  skills  and  attributes  to  meet  the  demands  of 
this  new  role.  Some  new  areas  of  competency  must  be  acquired,  especially  in  func- 
tions like  planning  and  evaluation,  and  this  management  level  often  requires  new 
competencies  for  managing  resources  effectively  under  various  central  management 
agency  policies  and  programs.  Finally,  attributes  like  tenacity,  flexibility,  Ini- 
tiative, and  vision  must  be  cultivated  and  applied  in  new  settings. 

(2)  Incumbent  managers  will  need  to  keep  abreast  of  technological  changes  and  relevant 
policy  and  program  initiatives.  Those  who  make  career  transitions  within  this  level 
(e.g.,  from  staff  to  line  positions  or  field  to  headquarters  locations)  will  need  to 
assess  the  requirements  of  their  new  positions  and  develop  new  skills  or  broaden 
their  existing  skills  further.  Senior  managers,  too,  need  updating  and  advanced 
practice  In  the  behavior  that  has  supported  their  management  excellence  in  the  past. 

(3)  Management  candidates  who  have  never  held  a  supervisory  position,  i.e.,  specialists 
identified  as  having  management  potential,  may  need  opportunities  to  assess  and 
develop  their  basic  supervisory  skills. 
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c.  Executives.  The  law  Is  clearest  on  establishing  agencies'  obligation  to  provide  system- 
atic development  for  and  within  the  SES.  The  responsibility  for  developing  SES  members  Is  shared 
by  the  Individual  executives  and  their  agency  ERB's. 

(1)  Incumbent  SES  Members.  (a)  5  USC  3396(a)  and  5  CFR  §412. 103(a)( 1 )  require  agencies 
to  establish  programs  for  the  continuing  development  of  SES  members.  The  most 
effective  executive  performance  combines  highly  developed  management  competencies  and 
characteristics  with  an  up-to-date  appreciation  of  the  environment  In  which  those 
skills  can  be  applied  to  serve  the  national  Interest.  That  environment  Is  a  highly 
complex  world  of  constant  change.  Executives  must  be  knowledgeable  about  such  areas 
as:  technological  developments,  new  legislation,  Innovative  management  practices, 
and  current  policy  and  program  Initiatives.  The  SES  Individual  development  plan 
(IDP)  can  serve  as  the  primary  tool  for  ensuring  executives  maintain  currency  in 
appropriate  areas. 

(b)  Agency  programs  must  include  the  preparation,  implementation,  and  regular 
updating  of  an  IDP  for  each  SES  member.  The  IDP  requirement  may  be  met  by  appending 
a  brief  listing  of  developmental  objectives  and  specific  proposed  developmental 
activities  to  each  senior  executive's  annual  performance  plan.  An  elaborate  paper- 
work system  is  not  needed.  The  IDP  should  focus  on  assessing  personal  competencies 
against  the  competencies  required  for  optimum  performance  in  the  current  or  a  pro- 
spective position,  especially  those  required  for  implementing  national  policies  and 
program  initiatives.  The  ERB  must  approve  each  plan.  OPM  encourages  agencies  to 
use  the  IDP  as  a  planning  device  to  derive  optimal  performance  from  both  SES  members 
and  their  organizations. 

(2)  SES  Candidates.  Under  5  USC  3396(a)  and  5  CFR  §412. 103(a)(2)  and  §412. 107(c), 
agencies  with  positions  in  the  SES  are  required  to  establish  programs  for  the  devel- 
opment of  candidates  for  the  SES.  Agencies  should  focus  primarily  on  individuals 
just  below  the  SES,  at  the  GS/GM-15  level.  Agency  ERB's  provide  the  overall  direc- 
tion and  management  of  these  programs.  Section  3-2  describes  these  programs  more 
specifically. 

3-2.   SES  Candidate  Development  Programs. 

NOTE:  Because  of  its  specific  statutory  responsibilities  concerning  the  imple- 
mentation of  SES  candidate  development  programs  in  agencies,  OPM  took  a  strong 
role  in  designing  the  requirements  for  these  programs.  The  relative  volume  of 
guidance  provided  for  this  program,  compared  with  other  programs  and  groups 
listed  in  section  3-1,  should  not  be  interpreted  as  an  indication  of  the  level 
of  importance  OPM  places  on  any  of  these  programs.  Many  organisations,  using 
projected  vacancies  as  a  planning  tool  in  designing  and  prioritizing  development 
programs  for  the  total  management  team,  could  determine  that  the  development  of 
their  supervisors  and  managers  has  a  higher  resource  priority . 

a.  Recruitment. 

(1)  Recruitment  for  SES  candidate  development  programs  is  the  first  step  in  a  selection 
and  development  process  that  can  result  in  appointment  to  the  SES.  As  such,  it  is 
subject  to  merit  staffing  procedures  equivalent  to  those  used  for  filling  SES 
positions. 

(2)  Agencies  may  establish  dual  programs  for  SES  candidate  development,  with  appropriate 
recruitment  procedures  for  each.  One  program  would  be  for  developing  candidates 
serving  in  career  or  career-type  positions.  The  other  would  be  for  developing  can- 
didates selected  from  outside  the  Federal  government  and/or  from  employees  serving 
in  other  than  career  or  career-type  appointments  within  the  civil  service. 

b.  Development  Requirements. 

(1)  Individual  Development  Plan.  Each  participant  in  a  SES  candidate  development  pro- 
gram must  have  an  IDP  approved  by  the  appropriate  ERB.  The  IDP  must  identify  the 
developmental  experiences  designed  to  provide  competency  in  the  executive  activity 
areas  considered  in  the  executive  qualifications  review  process. 
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(2)  Specific  Training  Experience.  Each  IDP  must  Include  participation  In  a  current, 
formal,  Interagency,  executive-level  training  experience  with  participants  represen- 
ting a  variety  of  Federal  agencies  with  a  broad  mix  of  missions.  The  training  expe- 
rience may  be  provided  by  either  Government  or  non-Government  sources,  but  It  must 
have  prior,  written  0PM  approval.  The  course  of  instruction  must  promote  competence 
and  effectiveness  by  establishing  a  working  knowledge  of  executive  roles  in  govern- 
ment, particularly: 

—  the  competency  areas  (or  executive  activity  areas  from  the  qualifications  review 
process)  concerning  "Integrating  Internal  and  External  Issues"  and  "Representing 
and  Coordinating"; 

—  showing  sensitivity  to  political,  economic,  and  other  non- technical  factors;  and 

—  approaching  issues  with  a  strategic  view  and  broad  perspective. 

(a)  Agencies  may  request  0PM  approval  of  a  course  or  program  by  sending  a 
letter  to  0PM  explaining  how  the  program  or  course  meets  the  criteria  outlined 
above.   Requests  should  be  sent  to: 

Assistant  Director  for  Training  and  Development 

U.S.  Office  of  Personnel  Manageament 

1121  Vermont  Avenue,  NW 

Washington,  D.C.   20044 
When  a  course  or  program  is  approved,  0PM  will  notify  the  agencies.   0PM  and  the 
agencies  are  jointly  responsible  for  monitoring  approved  programs  to  ensure  they 
continue  to  meet  the  criteria.   If  a  program  no  longer  meets  them,  0PM  will  rescind 
approval  and  notify  the  agencies. 

(b)  0PM  will  consider  individual  exemptions  to  this  requirement;  however,  0PM 
considers  participation  in  a  current,  formal,  interagency,  executive-level  training 
experience  of  such  importance  that  exemptions  to  the  requirement  will  be  made  only 
under  extraordinary  circumstances. 

(3)  Senior  Advisors.  Each  participant  in  an  SES  candidate  development  program  must  have 
an  SES  member  as  a  senior  advisor.  As  the  advisor's  effectiveness  depends  greatly 
on  the  compatibility  of  the  individuals,  agencies  should  try  to  involve  both  candi- 
dates and  advisors  when  initially  assigning  advisors  or  when  considering  changing 
those  assignments.  Advisors  should  provide  a  broad,  long-term  perspective,  as  well 
as  insight  about  the  organization's  management;  help  candidates  prepare  IDP's;  help 
arrange  developmental  assignments;  and  monitor  the  candidate's  progress.  Agencies 
must  ensure  that  advisors  are  aware  of  these  responsibilities  and  are  properly 
prepared  to  fulfill  their  roles. 

c.  Certification. 

(1)  Once  an  individual  has  successfully  completed  an  OPM-approved  executive  development 
program,  the  ERB  has  nine  months  to  request  the  Qualifications  Review  Board  (QRB)  to 
certify  the  individual's  qualifications  for  the  SES.  To  obtain  certification,  the 
ERB  must  submit  the  following  documents: 

(a)  A  completed  0PM  Form  1390,   "Executive  Personnel  Transaction  Form"; 

(b)  A  letter,  signed  by  the  Chairperson  of  the  agency's  ERB,  containing: 

—  a  brief  appraisal  of  the  graduate's  performance  during  the  program, 

—  a  statement  that  the  individual  has  successfully  completed  all  IDP 
activities, 

—  the  title,  location,  and  date  of  the  OPM-approved  training  experience, 
and 

—  the  ERB's  approval  of  the  submission;  and 

(c)  A  copy  of  the  IDP  linking  the  completed  developmental  activities  with  the 
SES  competency  areas. 

(2)  The  ERB  should  send  the  document  package  to  its  SES  agency  officer  at: 

Office  of  Executive  Personnel 
U.S.  Office  of  Personnel  Management 
1900  E  Street,  NW 
Washington,  D.C.   20415 

(3)  QRB  certification  of  an  individual  based  on  successful  completion  of  an  SES  candi- 
date development  program  will  remain  valid  as  a  basis  for  initial  career  appointment 
to  the  SES  for  a  period  of  3  years,  or  until  the  date  of  Initial  career  appointment 
to  the  SES,  whichever  occurs  first. 
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